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VACANCY ANNOUNCEMENT

= .
LHES USNH-08-09
Announcement No.
HERIA:
Closing Date 16 Apr 09
#178:
Date of Issue 27 Mar 09

1.BEFES Job title ( ZF#k Grade 3 /EBFEHHK LAD 2 )

Hospital Receptionist, #84

SEANH
No. of
Recruitment

Acceptable trainee level: 14
X =#H% [ #aex O R&x% L =&%R

Administrative  Blue Collar Trade Security Medical
2.EBBX Activity

U.S. Naval Hospital, Yokosuka
Orthopedic Section

B IEIEAT Working Place: #7817 54 8T Tomaricho, Yokosuka

4. F EEEBH Area of Consideration
X 3] MLC/IHA X8 (EBBRMA)

Current MLC/IHA Employee within Activity

X] 2R MLC/IHA it ¥ & (BEIEN)
Current MLC/IHA Employee in commuting distance
X HMLCIHAREE(EE B XE)
Current MLC/IHA Employee Japan Wide

X 4\ &8 Off Base Applicant

3. BN FE R B work Schedule (3840  FEREHllhrww )

£)7 B Work Days: Mon-Fri

£h75RERE - /KER Work Hours/Recess Period: 0730-1615/1130-1215

(] &) Night Shift X 7% Overtime [ i3k Business Travel

5. FADFEHE Type of Employment
X MLC
[ ] IHA

IX] % R Permanent
(] BR3E Limited Term (» & Months )

L] HPT

6.8 M Z Duties

Receives visitors and answers their inquiries about treatment and examination procedures. Obtains information from visitors
concerning name, rank, telephone number, symptoms, etc. Explains procedures or escorts personnel to their proper destination.
Makes appointments in accordance with prescribed schedule and informs personnel concerned of time and date for treatment or
examination. Coordinates flow of patients from the desk to the treatment rooms, clinics and other sections. Maintains various
records of outpatients, and appointment registered for treatment and examination. Duties require a thorough knowledge of all

applicable regulations, policies and procedures for the establishment.
Perform other related or incidental duties as assigned.

7.EWEMH BEEH Qualification/Physical Requirements

a. One year of general work experience in any field. If applicant does not have such experience, completion of 2-years Junior

college/2-years of technical school or 4-years degree in any field.
b. Knowledge of customer service concept and practices.

c. Skills in operating software such as Microsoft Word, Excel, and Outlook.
d. Ability to speak, read, and write English at average proficiency level (LAD-2).
e. Ability to speak, read, and write Japanese at native language level.

Handicapped applicants may be accepted depending on the degree and kind of disability.

E?ﬂiﬁ English Language Proficiency :

[ IWAZEA L None [ #)#Rk Basic XIF#K Intermediate [ | L% Advanced [ J4FEXDEEH

Exceptional

2P Educational Background : N/A

| $a875E. 18 T 5 License/Certificate Required : 7/8 #§5 B8 See blocks 7 & 8

81289 % 4+ M Application and Associated Documents

BRI
Working
Condition

*[X] 22 FE It 5 FA#K Application for Vacancy Announcement

*[X] B PR TSR EEE Resume of Specialized Work Experience

*MEBAIL Complete * in [] BA&EE T Japanese [X] #EET English [] &5 5 T4 Either
X ZEBOREAFIIAT 5L DDE L Certificate of English Proficiency (Copy)

X 80 MYIF ZREfT L. IGHEEDEEES -FT- KA ZE L IREAHE (12cm x 23.5cm)
12c¢m x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BAEEUNDAIE. HNEAZBRIERUV/ AR KR— FEFEO D E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy




9. WESHEIRHSL Office to Submit

AE R MLCIIHABERR) &M (EREXRR) TR, REHANBVET . LEVEREYZ SR Z DLV,
FMRHLTT SV, BEHUBALE, (HROBXAERRY— FEBHHY U2 —TOHNERBRHEANZLO6
OOBE&LY., 1800MKETIRIHAIAETY, ) Office to submit is different for Current MLC/IHA Employees
versus Off Base Applicants.  Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement. (Application Drop Box under the
HRO Gate Office counter is accessible from 0600 to 1800.):

GE®) LEER4ED “‘SRER" N MLC/IHAREXRRDADHZE., B GEREXR) Mo DEFELRITEH L
BYFFTDOTIIET S, Whenitem #4, “Area or Consideration” above shows “Current MLC/IHA employees” only,
Off Base applicants will be rated ineligible.

1. A (B MLC/IHAfEXER) &H 5 Current MLC/IHA Employees must submit to:
T238-0001 )| EfEZEE i AMT 1 Fih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEBERBEEMBARAANERE (N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
AI#R/Extension 243-8152 JN Employment Division (N132)

2. 588 (JEGEER) RH%k Off Base Applicants must submit to:

T238-0011 #8551 RAZABE T RAVER 1-6 F#EIL 4B T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EIBEEFEEFHEEBBEBEE A (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management Section

TEEEE = Phone 046-828-6959

Z{TEFRE - HEE—£82, 0830-1730 (HAMNDLRHE %R <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese
Holidays) *EBRAEHEOCERIEZ 6 5IZHERBLEHE T &Ly, Please contact LMO/IAA for questions on conditions of
employment.

10. B For Official Use

SEETRPRE YA Activity POC : Civilian Personnel Liaison for MLC EFE (DSN) 243-8652
PD No.: USNH-3127-003 PD is accurate and current. Certified by Activity: tt ‘ HRO: yk 3/26

EEEEZmZLTOVEWMEE EBEDORRIZAHY EFtH A, Incomplete applications will not be considered.
RESNEEZHETEHIRL LFEEA Submitted applications will not be returned.
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